
    PIEDMONT OFFICE REALTY TRUST 

 
 

Assistant Property Manager – Cambridge, MA 
 

Apply online at www.piedmontreit.com on the Careers page or email careers@piedmontreit.com 

 
 

About Piedmont: 

Piedmont Office Realty Trust, Inc. (NYSE: PDM), a self-administered and self-managed real estate 
investment trust (REIT), is one of the nation’s largest publicly-traded owners of Class A office properties. 
Piedmont is focused on creating value for its shareholders through the acquisition, development, ownership 
and progressive management of premier properties in each of its eight target markets: Atlanta, Boston, 
Chicago, Dallas, Minneapolis, New York Metro, Orlando, and Washington D.C. 
 
Job Summary: 

The Assistant Property Manager performs administrative and clerical tasks in support of property 
management and the building maintenance team.  This includes providing support and communication to 
tenant and vendor, assisting with financial reporting, preparing vendor contracts, and assisting in accounts 
receivable collections.  The position is located in Cambridge, Massachusetts at One Battle Square. 

 
Job Requirements: 

 At least three years’ experience required in property management, commercial real estate 
preferred. 

 Two or four year college degree preferred or equivalent work experience. 

 Proficiency in Microsoft Office, especially Excel. 

 Angus, MRI, or other real estate software experience preferred. 

 Understanding and capability of preparing vendor and construction contracts. 

 Excellent verbal and written communication skills. 

 Must be a self-starter, self-disciplined, and highly organized. 

 Must possess a strong work ethic, be team-oriented and highly dependable. 

 Must be able to physically visit and inspect all areas of the property. 

 Local travel required between buildings as applicable. 
 

Job Responsibilities: 

 Accounts Receivables: Assist the Property Manager in monitoring the delinquency reports, 
pursuing tenant collections, and documenting all collection activities in the accounting system. 
Prepare tenant adjustment, write-off, and/or late fees in accordance with the terms of the lease, 
refund forms as required, and quarterly bad debt “no reserve” request forms.  Review and close 
billable work orders in the tenant system.  (5% of Time) 

 Accounts Payables: Review and approve invoices per the designated signing authority in the 
Authority Matrix, ensuring appropriate supporting documentation is included and charges are 
accurate and allocated correctly. Work with the treasury department in processing vendor credit 
applications. Supports the Property Manager in preparing monthly accruals. Works with the 
Property Manager and Lease Admin to ensure property tax payments are processed in a timely 
manner.  (5% of Time) 

 Property Financials: Assist the Property Manager with the annual capital plan, operating budget, 
and reforecast. Supports the Property Manager in completing the monthly variance and capital 
reporting.  (20% of Time) 

 Lease Administration: Assist the Property Manager by understanding the lease terms and 
obligations, knowing terms for exercising options. Prepare commencement letters, and assist in 
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monitoring and communicating changes in lease information (move in dates, vacate dates, 
monthly leases) to Lease Admin and Asset Management as necessary. Maintain letters of credit 
and tenant deposits, and provide related reporting to the Property Manager.  (15% of Time) 

 Building Maintenance, Construction, and Security: Assist the Property Manager with building 
inspections, maintaining the appearance and condition of the property by hiring appropriate 
vendors (soliciting and reviewing bids, preparing contracts, documenting any legal or risk 
management review of contracts or insurance coverage). Support the Property Manager in 
managing day to day maintenance, capital, and TI projects by preparing project schedule, 
monitoring activities, completing the punch list and tracking the budget. Conduct annual fire drills 
and other tenant trainings.  (25% of Time) 

 Tenant Relations: Assists the Property Manager in implementing a tenant visitation program and 
maintaining a close relationship with contacts ensuring timely resolution of tenant requests. Plan 
tenant events in accordance with the budget. Respond to and enter tenant requests received 
outside of the tenant work order system.  (25% of Time) 

 Other: Proactively stay involved in the local community and real estate organizations, i.e. BOMA.  
(5% of Time) 

 


